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OBJECTIVES


I am interested in joining a challenging environment wherein my extensive years of experience and knowledge in this field will be optimized. Long term goal is to reach Management level that will further my growth which may factor in the firm’s advancement. 



EDUCATION


Filamer Christian University -  Bachelor of Science in Business Administration



                         Major in Marketing Management 


WORK EXPERIENCES


Yu Finance Corporation





May 2013 to May 2014                  Position:
Loan Processor 1

Chosen Land Realty Corporation




Sept 2011 to March 2013

Position:
Executive Secretary

DUTIES & RESPONISSIBILITIES



· Credit Checking / Loan Processing

· Marketing Real Estate Mortgage Service

· Conduct Real Estate Mortgage Presentation

· Conduct and Prepared Initial Credit Investigation

· Filling/Compile documents of the clients

· Posting Clerk Reliever

· Conduct  training, supervise seminars for the new agent or employees

· Perform general office duties (such as ordering supplies, maintaining records management systems, arranging management schedules and performing basic bookkeeping work.)
· Marketing and conduct the presentation for possible clients.

· Meet with individuals, special interest groups and others on behalf of executives, committees and boards of directors.
· Host occasions prepared and monitor participants.



SKILLS


Efficient in: 

Microsoft Windows, Microsoft Word, Microsoft Excel, Microsoft Power Point and Microsoft Publisher


PERSONAL INFORMATION


Date of Birth:


December 15, 1990

Place of Birth:


Manila, Philippines

Citizenship:


Filipino
Civil Status:


Single

Religion:



Roman Catholic
Languages written & spoken:
Tagalog & English



REFERENCES


Available on request

